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) ACCOMPLISHMENTS OF THE RECORDS
MANAGEMENT OFFICER FOR REPORTS AND CORRESPONDENCE
CY— lss

Reports Management

Developed plans for an Agency Reports Menagement Program and pro-
vided the following guides for ite promotion a&nd operation:

"An Introduction to Reporis Managewent"

"Anelyzing Requirements for Administrative and Management
Reports” :

"Operating an Area Reportis Management Program”

As B direct result of this staff work:

1. The installation of & DD/S program is in process. Accomplish-
wents to date include:

8, Establishwment of controls over the creation of new regulre-
ments for reporis.

b. Disclosure of over Tifty questiongble reports submitted to
components or sgencies outside DD/S Offices and Staffs

¢, Bubstantial improvements in sctivity reporis in the Offices
of Logistics and Personnel, and the reduction in frequency
of these reports frow weekly to wonthly (Logistics) and
from weekly to biweekly (Personnel).

4. Cancellation of the Vehlcular Status Report required by the
Office of loglatice frow Area Divisicns at an snnual cost
of 224 msn hours.

2. The installstion of @ DD/I program ie under way. an area-wide
inventory of 127 requiremente for reports pointed up 30 that
gre questionsble.

3. Plens and & proposed regulation for a DD/P program, based on

guides furnished by the Records Management Staf{, have been
developed by the SSA-DD/S, .

Correspondence Management
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Developed plans and guldes, conducted studies, lectured, distrl-
buted°¥§teratura, and provided staff assistance to promote the
practice of correspondence pauagewent throughout headquarters.
This staf{ work resulted in:

1. Creater adherence to stsndards Tor the efficient preparation
and handling of correspondence.
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A card index of TG types of repetitive inter office correspon-
dence on which to base 8 continuing study to reduce correspon-
dence costs.

Increased use of form and pattern correspondence,
Greater swphasis on effective writing.

Use of time-saving Letterex. Over five wmillion sheste will
be used this filscel year for a saving of approximately 7,000
hours in clerical effort, .

Recommendations for lmwproving the forms and procedures used in
preparing dispatches, vhich should result in faster training
of personnel who prepare dispatches, further reductions in
cable traffic, and estimated labor savings of $19,000.
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